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Who should use this policy?

This policy will apply to all staff employed by the Academy for Character and
Excellence in relation to Flexible Working Requests.

This policy will be reviewed every four years unless significant legislative
changes occur before the review date.
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Purpose

The Academy for Character and Excellence believes that its staff members are
its most valuable asset and is committed to atfracting and retaining the very
best, and utilising all the talent and experience available. The Trust recognises
the importance of helping its employees balance their work and home life by
offering flexible working arrangements that enable them to balance their
working life with other priorities, including parental and other caring
responsibilities, life-long learning, charity work, leisure activities and other
inferests. It also recognises that staffing levels must at all fimes remain in line
with the demands of the business and may also at times request that staff work
more flexibly to meet the needs of the business.

The Trust is committed to the promotion and advancement of equality of
opportunity for all employees. It also recognises the positive impact that flexible
working can have on an individual, their wellbeing, engagement and
productivity, which is reflected in this policy.

Equality Statement

This policy applies equally to all Trust employees regardless of their age,
disability, sex, race, religion or belief, sexual orientation, gender reassignment,
pregnancy and maternity, marriage or civil partnership. Care will be taken to
ensure that no traditionally excluded groups are adversely impacted in
implementing this policy. Monitoring will take place to ensure compliance and
fairness.

Intfroduction

This policy aims to set out the ways in which flexible working can increase staff
motivation, build better relationships between the Trust and its employees,
increase the rate of retention of staff, reduce absence, attract new talent,
promote work-life balance and reduce employee stress, and in doing so
improve the Trust’s efficiency and productivity

Under the Flexible Working Regulations 2014, employees with at least 26 weeks
service have the legal right to request flexible working. The variations which
might be requested include changes to working hours, revised start and finish
times and working from home, for example. The Trust has a legal obligation to
give reasonable consideration o a flexible working request and requests can
only be refused when there is a clear business reason.
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Requests for flexible working deal with permanent variations to work, therefore
if a change to an employee’s contract is agreed, it will be a permanent
variation and there is no automatic right of the employee to revert back to the
former working arrangements. However, this does not prevent any employee
from making a request for a temporary adjustment to their line manager, in
such cases this would be dealt with informally (outside of these procedures,
but using these procedures and principles as a guide), though the Business
Leadership Team would need to be notified of any femporary changes to terms
and conditions.

If a request is refused, another cannot be made unftil 12 months after the date
the previous request was made.

Who does the legal right apply to?

Employees have the legal right to request flexible working if they have:
1 26 weeks continuous service with the Academy at the date of application

and
1 Not made another application during the past 12 months

What can be requested?

All employees, regardless of whether they are covered by the ‘legal right” can

request changes fo vary:

1 The number of hours they are required to work

1 The times they are required to be at work

1  Where they are required to work - i.e. can request that they work full time or
on an occasional basis from home.

Changes to working hours can include:

1 Working part fime

1 Working annualised hours (a fotal number of hours fo be worked per year,
but not over a fixed weekly pattern)

Compressed working week (e.g. 37 hours over less than 5 days)

Greater flexibility in existing flexitime arrangements

Job sharing (where 2 people share responsibility for 1 post)

Working some form of shift working

Term-time only working (in the case of Business Support staff).
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Making an application

The right to request flexible working legislation requires that employees must
make their request in writing, setting out the following information:-

1 Date of the application, the change to working conditions they are seeking
and when they would like the change to come into effect;

1 They are making the application under their legal right to request flexible
working and if they have made a previous application for flexible working
and the date of the application.

1 The change applied for (e.g. wanting to work parttime, including details of
the hours they'd prefer to work) and the dafe they wish it fo become
effective

1 The effect they envisage the change they are requesting will have on the
school /their work area and how it might be accommodated.

1 Ifthe employee is making their request in relation to a making a reasonable
adjustment for a disability (under the Equality Act 2010), they should also
make this clear within their request.

Applications should be made in writing by the employee to the
Headteacher/Head of School, who will discuss this with the Senior Leadership
Team and the governor who holds the HR portfolio.

The Application for Flexible Working Request Form may also be used for making

a formal flexible working request. The form is available from the Business
Leadership Team by emailing admin@acexcellence.co.uk.

Considering an application

Each request will be dealt with individually, taking into account the likely effects
that the proposed changes to working hours or place of work are likely to have
on the school, the work of the department in which the employee making the
request is employed and the employee’s colleagues. It is important to note
that by agreeing to one employee’s request will not therefore set a precedent
or create a right for another employee to be granted a similar change to
his/her working pattern.

Schools are not automatically obliged to agree to a request for flexible working
but are under a duty to consider any valid request seriously.
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The following process should be followed in dealing with a flexible working
request.

Committee agree with request Committee disagree with request

| v

If the committee do NOT agree, they must
meet with the employee concerned to
discuss the request within 28 days of
receiving it. The employee can be accompanied

If the committee agree with the proposals,
they must respond within 28 days of
receipt of the empl o}

to the meeting by a work colleague or trade union
representative and HR can also be present.

'

The Headteacher or HoS must inform the employee in
writing of their decision within 14 days of the meeting.

If the request is accepted, then the

employee must be informed in writing,

confirming the change to their contract and *

when it becomes effective. I f the empl oyeedos,theempioges t

must be informed of the reasons for refusal,
explaining why they apply in the circumstances, and
set out the appeal procedure.

Making a fair decision?

If the Trust receives more than one application for flexible working at the same
fime, it is important that you make a fair and reasoned decision in the
circumstances and taking into account the possible consequences for the
School. Whatever the process and decision results in, it is well-advised to keep
a record of all your decisions.

Where the Trust receives more than one request, they should be dealt with in
the order that they are received. Managers are not required to make value
judgements about the most deserving request. Each request will need to be
considered on its own merifs, taking info consideration the business case and
the possible impact of refusing a request. Further discussions may be needed
to see if there is any room for adjustment or compromise before coming to a
decision.

In some circumstances the manager and/or employee may have reservations
about the potential success of a new arrangement. In these circumstances,
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the manager may agree to a trail period of up to three months to assess the
impact of the arrangement. There should be a midway review to discuss
whether: 1) the arrangement is likely fo continue at the end of the trial 2) there
needs to be some adjustment fo allow the arrangement to continue 3) the
arrangement is likely to cease and the employee reverts to their original
hours/pattern of work at the end of the trial period

Human Resources can be sought to help to arrive at a fair and consistent
decision.

On what grounds can a request be refused?

In line with the statutory ACAS Code of Practice - Handling in a Reasonable
Manner Request to Work Flexibly (June 2014), the only grounds for refusal are
“business reasons”, as set out in legislation:

The burden of additional costs

Detrimental effect on ability to meet customer demand

Inability to reorganise work amongst existing staff or recruit additional staff
Detrimental impact on quality or performance

Insufficiency of work during the periods the employee proposes to work
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Planned structural changes.

If a request is refused, the employee must be provided with an explanation as
to why the particular reason (from the list above) applies in their particular
circumstances.

Appeal

Under this policy, the employee can appeal the decision and under this policy
has 14 days affer the date s/he was notified of the refusal to appeal in writing,
setting out the grounds of appeal.

Any appeal should normally be heard by the line manager of the person who
refused the initial request and heard within 14 days of receiving the employee’s
letter. An employee may be represented by a work colleague or trade union
representative and HR may also be present.
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The employee must be notified of the decision within 14 days of any appeal
hearing. If the request is again refused, then the reasons for refusal must be
set out in writing, explaining why they apply in these particular circumstances.
If the request is accepted following the appeal hearing, the employee will be
notified of the change to their working pattern in writing and when it will start
(as set out previously).

In exceptional circumstances, it may not be possible for hearings to be
arranged or responses fo be given in line with the time limits set out above (e.g.
the line manager is absent). In such cases, the employee should be informed
and any hearing arranged at the earliest possible mutually convenient date.

If the employee is dissatisfied or unclear at any stage throughout the process,
s/he can contact the Business Leadership Team.

If the employee is dissatisfied with the way it's been handled s/he can raise a
grievance under the organisation’s grievance procedure.

If an employee fails to attend a meeting, including an appeal meeting and
then fails fo aftfend a rearranged meeting without good reason, his/her
application will be deemed to have been withdrawn.

External appeals (fto an Employment Tribunal)

Employees covered by the legal right to request flexible working have the right
to complain to an employment tribunal if they are dissatisfied with the outcome
of an internal appeal.

An eligible employee can complain to an employment tribunal that the School
or Trust:

1 Failed to hold an initial or appeal hearing
1 Failed to provide notice of a decision in accordance with the statutory time-

ace

6|Page






